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25X1A 


to ; Management Officer 

from : Assistant Director for Operations 


date.- 6 November 1950 


SUBJECT: Summary of Management Staff Studies of Administrative Staffs 

in the Office of Operations 

References: (a) Management Officer memorandum, dated 12 October 1950, 

subject as above 3 

(b) Management Staff Study of Administrative Staff, 00/FDD 
dated 5 October 1950 

(c) Management Staff Study of Administrative Staff, OOj 
dated 12 October 1950 

(d) Management Staff Study of Administrative Staff, 00/C 

dated 13 October. 1950 ? 


o vne appreciate the constructive suggestions contained in 
reference memoranda which vers referred to the three divisions 
respectively for comment. Our memorandum to you of 20 October 1950 
replies in derail to the points raised in reference (b) resulting 
from your Staff Study of the Administrative Staff, Foreign Documents 
^i^sxoru^Oomment^ubmitted by the Chief, 

on the findings and recommendations of reference 
[oj aid by Contact Division on reference (d) are forvmrded as 
attachments hereto. 


25X1A7a 


25X1A 


25X1A7a 


* re ^. i; o reference (a), your recommendation that no 

* P resentl y taken bo consolidate the Administrative Staffs, 
Jffice oi Operations is noted. We concur. Your recommendation that 
tne three Divisional Administrative Staffs be more closely coordinated 
oy periodic staff meetings and other appropriate devices is accepted. 

tt S al n™°° k f°T, th t continued assistance of the Chief, Administrative 
boali, CIA, and the. Chief, Special Support Staff, the Budget Officer 

^5 1 tde Personnel Director, as required, to develop procedures -which 
will lacxlitate operations and reduce clerical workload. We are 
grateiul for your offer of continued assistance in this respect 
and especially with regard to the more extensive use of machine* 
records. .Although we understand that January 1951 is the target 
date for increased service by machine methods, it may be noted that 
we have not yet received the divisional personnel reports which were 
recently discussed by our respective staffs, and which were to be 
prepared on a trial basis by machine methods. 


25X1 A7a Chief ^ 


3 . 


We invite. your attention to the detailed comments of the 
especially to those contained in paragraph 2 e of his 


CONFIDENTIAL ^ 
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attached memorandum of 1 November 19 £0 in which the urgent need 
for an additional GS-11 Administrative Officer position is 
emphasized. This position was requested informally, in mid- 
September, on the basis of the increase in workload on this 
staff which has baleen place over the past two years, and in 
order to allow for the requisite exchange of adminis trative 


personnel between departmental headquarters and overseas bureaus, 
Jince die principle of departmental— field rotation has received 
$ on approval (reierence (a), paragraph 2 b and reference ( c' 
paragraph 2 e) and since a GS-11 position is needed for an'~ -< 
employee who is due to return to Washington around" 

15 December 1950* it is hoped that favorable action may be taken 
on this matter by that date. 



25X1A6a 


l lj.» oelieve that you will find all of the items in the 
attached Chief, Contact Division’s memorandum of 31 October 1950 
ox .interest. Earnest efforts to simplify and streamline are 
oeing made, and, as he states, your recommendations were well 
received and appreciated. 



Attachments ; 

1) Memorandum from Chief , Bo AD/O, dated 1 November 1950 
subjeotJC^aents on Management Staff Study of Administrative 
oua.ti, Office of Operations" 


2 ) 


Memorandum from Chief, Contact Division to AD/0, dated 

Staff °Contan?°n- SUb - eGt s ta.ff Study of Administrative 

ouaff. Contact Division, Office of Operations" 


3) St fr ° m ahXa1 ’ FD0 to “/°» dated 31 October 1950 , 

Staffs in 00^ >ry iaana 0 ement Studies of Administration 


wvi it; 
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25X1A9a 


to : Management Officer 

from i Assistant Director for Operations 


DATE: 20 October 1950 


SUBJECT: 
REF * 


Management Staff Study of Administrative Staff, Foreign Documents 
Division, Office of Operations £ 

Your Memorandum, same subject, dated f October 1950 




1. The findings and recommendations of Management's study are 
concurred in by this Office, We shall be glad to cooperate with 

the Personnel Director, Budget Officer, and the Chief, A dmini strative 
Staff, in working towards the implementation of the recommendations 
contained in paragraphs 2 a and b of your memorandum, 

2. With specific reference to the points raised in your Para- 
graph 2c through e: 

Para, 2c : Some records now maintained by Administrative Staff, FED, 
are duplicate and cumbersome but no streamlined substitute for them 
can be initiated immediately. Time and Attendance records will be 
simplified as much as possible. Machine records can be established 
for some records and agreements with Budget Officer, etc., will 
eliminate others. Maintenance of individual leave balances of 
employees will be discontinued at such time as this information 
(which is frequently required by the Division Chief in planning for 
workload and leave problems) can be obtained by use of machine 
records to be prepared in cooperation with the Fiscal Division. On 
the basis of your memorandum (Paragraph 2e) it would seem that the 
facilities of machine records might be expanded to the extent that 
they could be used for these and other necessary divisional records 
by 1 January 1951, 



Para. 2d : We concur in the proposed elimination of the position of 
Assistant Administrative Officer, With regard to the timing of this 
step, an increased recruiting program through special assistance of 
the Personnel Staff has now resulted in the interviewing, language 
testing and local processing of three to four applicants per day in 
FDD. This is temporarily consuming the full time of the Assistant 
Administrative Officer. Delaying the abolishment of that position 
until approximately 15 November 1950, when the pressure of the present 
recruitment campaign has eased, would greatly help this Division, 

This suggestion does not apply to the recommendation regarding re- 
cruitment in 2b of Management's study, but only to the present effort 
to fill FDD's Table of Organization, 

Para. 2e : Concur. 
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25X1A7a 


««MnnFHirill 
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Assistant director for Operations 
Chief 


1 November 1950 


Comments on Management Staff t tudy of Administrative Staff, 

Office of Operations 


a. 


Memorandum 
subject 


i^fc^ADO from Chief, dated 13 September 1950, 


(Administrative Staff 


b. Memorandum to ADO from Management Officer dated 12 October 
1250i subject t Management Staff Study of Administrative Staff, 
M oo, and official routing slip to Chief, from ADO 

dated 26 October 1950 attached thereto 


25X1 A7a 


25X1A7a 


1* Findings 

a# Paragraph 1 b. Reference b . All field administrative 
personnel have been oriented in the Departmental Office either 
prior to field assignment or during periods of home leave. The 
capability of effecting such exchanges between field and depart- 
mental offices has been extremely limited due to the number and 
grades of the personnel authorised by the present T/0 and was one 
of the reasons for requesting a T/o increase. In addition, 
obtaining personnel who are qualified for and desirous of field 
assignments^ and at the same time willing to accept the grades 
authorized in the present T/o has been extremely difficult* 

Paragra ph 1 c. Reference b. has emphasised the 

concept i I 1 1 i'i i n order to 

avert a deterioration of morale an^ucHSntaiR unity of ourpose. 
Dispersion of interest and low morale are believed to result 
from insistence of self-sufficiency at field installations. 
However a greater use of the authority granted to make local 
purchases should and will bo made and s imniirira-Mnn of pro- 
cedures suck as requiring ■■■■I to prepare requisitions 
on the proper fora, which has already been in effect for approxi- 
mately one year, will be emphasized. 

c* Paragraph 1 d. Reference b . Concur. 

2 . Recommendations 


25X1A 


25X1A 


a * Paragraph 2 a. Reference b . Concur. 
' D * Paragraph 2 b. Reference b. Concur* 
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c. Paragraph Z c, Reference b . Concur. However it is 
doubtful ' th at mos t records being kept and reports being 
rendered by^^Hwill lend themselves to machine records. 

d. Paragraph 2 d, Reference b . comments on the 

5 October IPSO aSRoraMxmTroa the danagement Officer to the 
Chief, Administrative Staff, were submitted to the ADO by 
memorandum dated 11 October 1950, subject} Possible Assistance 
to Administrative Staffs of 00* 

e. Paragraph 2 e. Reference b . The addition of a GS-4 
Clerk-Stenographer ni "to the f'/6 'will materially aid the operations 
of the Departmental Administrative Office. However it will not 
solve the problems of special or non-routine tasks, rotation of 
personnel to field assignments, establishment of cost accounting 
systems, etc. A GS-11 Administrative Officer is also urgently 
needed and it is the opinion of this office that further 
experience to determine the need for this position is not 
required. 



Approved For Release 2001/08/15 : CIA-RDP57-00042A0001 001 10004-3 


25X1 A7a 


25X1A 



Approved ForRelease 2001/08/15 : CIA-RDP57-00042A0001 001 10004-3 

imzhmki 

i i w Lr i 4 i y fr it* 



Assistant Dirietor for Operations 33 , October' 13*>0 

Acting Chief, Contact Division 

Managoseat Stair St»$r of Acfcainistratlv© Staff* Gonteot Division* 

Office of Op-; rations 


^ ) ont, ' ct ' division appav dates ibo Interest shorn V the Mamgaasat 
, >taff In the problems of the Adistnlstrative Staff* Any action taken to tra n sfer 
pr^erty accountability to the field office %U1 be ,/ratefolly received* Ite 
farther exploration of fee use of vouchered funds to reiaburee octrees far travel 
a cpenseo sill also be appr^ oiated* Tliee© two- questionable procedures have caused 
consider bio mxte in the administrative office* 


,, , SaimsWiph l,b* states- that «the bniddlenan* role of tte AcMnistrative 

otaff in each transaction ere tea duplication of effort and records and crises 
lasaecessaiy delays and confusions la offeoting the dedrod -action 11 * SMs state- 
iaent is definitely open to question* There In little or no duplication. of effort 

S, r u^ 00 2f 1 the field end servicing units* % copies of 

rusolo Adaiiristr. ttioa charges are aied in Contact headq.. arbors. No 

^pieu oa mn t utilities, telephone or telegraph idle are retained in hecdmxarters 
c ®Dtes of typewriter maintenance purchase orders are retained, purchase oztiers 
for propjrJy are retained fbr posting purposes. Copies of travel vouchers, both 
voucaered and unroudierod are retained for budget masons* Copies of Potty 
Vouchers are also r tamed for budget mrpoees* The records retained are at the ' 
simaum mceosary to good operation. So far as delay and confusion are concerned, 
the work in the Administrative Staff as well m to and from fee Held offices and 
to md from tee servicing divisions of the Agsrtcy have never been less confused 
or mare expeditiously Moiled* 'Die r carstendatiaus made by the Manarement Staff, 
i*e., tr^sfer of property accomtebility, and preparation of basic documents in 
tee field te 11m of oeiaoranda of request, will oven further streamline the 
operation* Field Miles® have boon notified of this change* 


3 * Paragraph l.d, The presence of a pouch receipt and & gull-off copy 
of ineaain 3 Held eomsspaidsetee does not constitute a duplication* nor does a 
copy of a routing slip and a chronological copy* A pouch receipt or a routine 
slip cannot bo substituted for a copy of a wmwm&m* 3 br am a copy of a 
nOTorandun suf.ioe in lieu of the His and Routing Slip, Form 32-1. Arty dupli- 
cation between Control Silos end in tbo Breaches is negligible* Ghronolo lcal 
iilos aro maintained far six months in the Brmchee, Tho effort requir ; d to 
provide this duplication is more than balanced by leaasnlns the jsisbcr of refer- 
ence recasts made to the Central Files* 


ii# Tho changes reecs-risnded by trie Management Staff are. »11 rooe&vad 
and appreciated. An earnest of tort tesard a reduction of .flies and records 
Mo and mil continue to be made, The only vacant slot in fee AdmiMstrativ© 
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li i silt 


• ft- A* 


rog* 


I*® 


S,. 9et^®r M 



S^&tt at jjrnottfife is a C^rlp^piat 30»3 s&a&* Bi c®<aafanoo vitb th® r'-ftim 

rf^S.'^L'l 6 * staff. It 1* »««*,<* that «* pSittaT 

tetitotebmifoiits T^sU a# dspeaB^pailSEi and ad'od to 
in ordta* to ftwieio e4a*io;2 sajporfe far 
awe/, At aaeSt tftaa as sf^o-«dWs^' ping m ftvM 
:me ®®° a auatadaed ^ eadbi'* roeo asi s pronem fms t»a Miy jge§^ 
Qcml&mitlm t£tt to sitiwi to tto iMMr of a au^^tnwraophsr IS&4& 
iX^itaflEI ?r^a tte Si# -fea$ 

tod- dste’fed m wsBfe u-o&^sf „• . d®*' -iil^ iwxf&^^p od feis hk! 

wm»Afadbr I«£W tit; agxaatiaa* of tto JMbiatf«Mbiw : taf£* It is DOM&fate 
v ° <£~srsfci%- ®nd ©tm salntaia a IMrly «*»* Juki* It io aUo 

" to 8wer.i£jjfc* q pi a iit y acd still asocawt in aa fairly 4tH§$£c«n !«j& 


it is cl 


25 X 1 A 6 a 


w*w wpom-tWfi to- aaBz&fbso telh ipalgfar and ooMtetr and, 


at Mm mm rate- and loanl* 
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Assistant Director for Operations 31 0 ctober 

Deputy Chief* FDD , mm mmm m , 

Summary of Management Staff Studies of Administration Staffs in 00. 

1* Insofar as this summary refers to FDD* this Division concurs 
in the findings and rec (Emendations. 

2. Suggested administration records changes irnve been insti- 
tuted by FDD as far as possible in accord with Management’s findings. 

3* Whan machine records facilities are available further 
simplifications will be effected. 
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